Email Management Policy Template Instructions:

1. Replace ‘yellow’ highlighted areas with agency specific information. 
2. Modify template as needed for your agency requirements. 
3. Remove ‘highlights’ & ().
4. Fix format & margins.

		Email Management Policy – (List Email System(s))

This document sets forth the policy of the (Agency Name) with respect to email records management.  All personnel including but not limited to employees, consultants, and others working for the (Agency) who use the (Agency) email system are required to comply with this policy.  

The purpose of this policy is to ensure the proper management of (Agency) email records and make users aware of what the (Agency) deems as acceptable and unacceptable use of its email system.  Furthermore, these policies are intended to assist with the management, maintenance and disposition of email records to the end of their lifecycle based on Schedule 124 – General Records for State Agencies and Schedule (Agency Schedule Name/Number) –  records retention schedules, to ensure compliance with statutory requirements and to assist in managing the budget.  The (Agency) reserves the right to amend this policy at its discretion.  

The (Agency) considers email as an important means of communication and recognizes the importance of proper email content and speedy replies in conveying a professional image and delivering exceptional customer service. Therefore, (Agency) email account users will adhere to the following guidelines:

· Folder Structure:

The (Agency) folder structure consists of (# of folders)     mandatory folders:
1. (List Mandatory Folder(s) (Retention Requirements))
Users have the option to create their own sub-folder system within the appropriate mandatory folder system, but each sub-folder must adhere to the disposition rules of the mandatory folder it is located in.

· Writing and Replying to emails: 

a) Write well-structured emails and use short, descriptive subjects.
b) Utilize the automatic spell checker before you send an email.

· Personal Use:

a) See Schedule 124 General Records for State Agencies, Item 124-1-9-1, for disposition of personal email.

· Maintenance and Disposition: 

1. Weekly:

a) Check Junk E-Mail folder.  Review the emails for messages that 
   are business-related and folder as required, dispose of all others.
b) Open Sent Items folder.  Move any emails to the appropriate 	folders; dispose of all others not requiring retention.
c) Empty Deleted Items folder.
d)  		



2. Mandatory Folder Structure:

a) Open (Folder Name) folder (& sub-folders), sort by date received 	and dispose of all email older than (Retention Period).
b) (List Additional Folders, Retention Periods & Instructions).
d)    The Permanent folder should only be used by the (List Staff that 		would use this folder).  Contact the Agency Records Officer for 		instructions.
	e)    The Hold folder is for litigation purposes only.  Your supervisor
	       will provide you with specific instructions, if and when your 
               mailbox is involved in potential litigation.

3. If Event Folders are used:

       	The Event folder disposition will need to be managed based on the 	‘event’ trigger (examples:  retention schedule updated, project ends, 	etc.).  Be sure to follow the retention rules of the appropriate item 	found in 	either 124 – General Records for State Agencies OR 	(Agency Schedule # - Agency Name).  If you have questions, 	contact the Records Officer for assistance.

· Calendar, Contacts and Tasks : 

a) Mailbox tools such as calendar, contact and tasks take up space and effect mailbox limits.  It is important that these records are managed and disposed of too as they reach the end of their lifecycle.   
b) Calendar entries should be disposed of after 2 years. 
c) Tasks are ‘non-records’ and may be disposed of once the task is complete.
d) Contacts should be updated as information changes and disposed of once they are no longer of administrative value.


· Employment Termination or Retirement: 

a) Employees are responsible for the ongoing management of their email during any transition period once notice of termination or retirement has been given.   
b) (Add additional agency specific termination or retirement instructions as needed.)
 
· Email Accounts: 

a) All email accounts maintained on the (Agency Name) Email system are the property of the (Agency Name).
b) Passwords should not be given to other people and should be changed regularly.
c) Each initial (Agency Name) account is (Mailbox Size) MB in size.    
d) If a staff member receives notice their email is close to (Mailbox Size) MB:
1) Check to ensure email at the end of its lifecycle has been disposed of and the ’Deleted Items’ folder emptied.
2) Review the ‘Calendar, Contacts and Tasks’ for records that have reached the end of their lifecycle. Once these steps are completed and the quota message returns, (List  Agency Steps for Staff).


System Monitoring
You must have no expectation of privacy in anything you create, store, send or receive on the State’s computer system. Your emails may be monitored without prior notification if the (Agency Name) deems this necessary. If there is evidence that you are not adhering to the guidelines set out in this policy, the (Agency Name) reserves the right to take disciplinary action, including termination and/or legal action. 
















































Agreement

My signature below indicates that I have read and understand the Email Management Policy – (Email System Name) (Month, Year). 


	

Signature:       _________________________
 
	

Date: ____________________________





	Printed Name: __________________________


	





Please sign and forward this agreement to your (Agency Representative Form Returned To), retaining a copy for yourself.

These forms will be collected by the (Agency Representative Responsible For Collection) and forwarded for retention to (Name, Title, Location of Agency Representative Responsible for Retention Of Record).


Email Management Policy – (Title of Email System(s) 	(Month, Year)
